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ANALYST
GS-0343-12

I. INTRODUCTION:

This pogtion islocated in the U.S. Department of Labor (DOL), Employment and Training
Adminigration (ETA). Thisfull-performance level position performs andys's and advisory assgnments
related to the effectiveness of government programs and/or the efficiency of the management of
government operations.

II. MAJOR DUTIES AND RESPONSIBILITIES

Conducts detailed analyses of complex functions and work processes of broad administrative or
technical programs and makes recommendations for improvement in the effectiveness and

efficiency of work operations.

Develops new methods, organizationa structures, and management processes.

Counsdls and advises program managers on methods and procedures, management surveys,
management reports, and control techniques.

l1l. FACTOR LEVELS

Factor 1 — Knowledge Required by the Position FL 1-7 1250 pts.
Knowledge of Federd and agency regulations; knowledge of the specific organization's programs and
missions, aswell as knowledge of pertinent laws, regulations, and policies related to

program/operations area to congder their impact on programs.

Knowledge of qualitative and quantitative techniques for measuring effectiveness, efficiency, and
productivity of assgned programs.

ill in applying andytica and eva uative methods and techniques in developing of new procedures and
approaches to identify and resolve sgnificant issues and problems of a unique

nature.

Ability to communicate effectively to make recommendations to management and brief them.

Factor 2 — Supervisory Controls FL 2-4 450 pts.

The supervisor provides limited direction, setting the overal project objectives. The supervisor, in
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consultation with the incumbent, develops deadlines and project plans. The incumbent is responsible
for independently performing assignments and keeping the supervisor gpprised of potentialy
controversa issues. Completed work is reviewed for effectiveness in meeting

organizationa gods and overdl feashility.

Factor 3— Guiddines FL 3-4 450 pts.

Guiddines conast of broadly stated mission objectives and Federd regulations. The incumbent
conducts extensive analysis and interpretation in applying the provisons of the numerous and

complex guiddines. Independent research is conducted to determine the applicability of the guiddines
for many unique and difficult assgnments and modify them accordingly.

Factor 4 — Complexity FL 4-5 325 pts.

The work involves duties requiring different processes and methods. These include the indepth analysis
of program requirements, budgetary congraints, regulaory limitations, and agency policy. The
incumbent makes decisions regarding the design of plans and assesses circumstances and data
avalable. The incumbent makes decisons, interprets condderable data, plans the work, and refines the
methods and techniques to be used.

Factor 5 — Scope and Effect FL 5-4 225 pts.

The incumbent is respongible for al phases of assgnments. The work has amgor impact on the
efficiency and effectiveness of operations that contributes to overal productivity of the organization.
The work involves studies of administrative and managerial processes and procedures to assess and
subsequently refine the productivity, effectiveness, and efficiency of program operations. The issues
involved may crass organizationd lines or geographica areas. The studies performed could affect the
adminigtrative methods of the managerid processes of the

organizetion.

Factors 6/7 — Personal Contacts/Purpose of Contacts Level 3.c. 180 pts.

Contacts include employees and top managers within the organization, aswell as managers a various
levels within the private sector. Contacts occur through mesetings, at which the incumbent presents
proposas or issues for negotiation. Contacts are for negotiation and consultation, as well asto provide
information of atechnica nature. The incumbent develops

approaches to reach amutua understanding of a Situation.

Factor 8 — Physica Demands FL 8-1 5 pts.

Thework is primarily sedentary.
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Factor 9 —Work Environment FL 9-1 5 pts.

Work is performed in atypica office setting. Occasond travel by any means of government or public
trangportation may be required.

TOTAL = 2890 pts.

V. UNIQUE POSITION REQUIREMENTS (For titling purposes the immediate supervisor isto
mar k the one description below which describes the position)

___ Theprincipd responghilities of the incumbent are primarily concerned with analyzing, evauating,
and/or improving the efficiency of internd adminidrative operations, organizations, or management.
(Management Analyst)

___ Theprincpd responghilities of the incumbent are primarily involved in planning, analyzing and/ or
evauating the effectiveness of line or operating programs. (Program Analyst)

___ Theprincipd responghilities of the incumbent involve a mix of the two functions referenced above,
where neither is predominant. (Management and Program Analyst)



